VOLUME |

CHAPTER 5

POSTAGE STOCK

500. PURPCSE . This chapter regul ates the procurenent, sale, and accountability

of postage stanps and stanped paper.

501.  GENERAL .

1. Stanp Stock. Hereafter, stanp stock is referred to as stock and is
advanced on a flexible credit basis to a PFO by an account abl e postnmaster.
Stock may be advanced on a fixed or flexible basis to a COPE by a PFO or an
account abl e postmaster. Only persons properly designated as COPES, or PCs are
authorized to sell stock or operate postage neters. PFOS and COPES recei ving
stock directly froman accountable postmaster shall order stock fromthe
desi gnated source of supply as shown bel ow.

Postal Activity Post mast er
09XXX New Yor k
34XXX
96XXX San Francisco
98 XXX

2. Remttances. Throughout this chapter, the term“remttances” refers
to a check, MO, paid USPS MO or cash.

a. Authorized nmethods for remtting funds are:

(1) Check issued by a recognized check-issuing facility.
(2) No-Fee Postal MO,  (See Chapter 7, paragraph 706.5)
(3) Nonpostal MO

(4) Paid USPS MO,

(5) Travelers Checks. (See paragraph 501.9)

(6) Personal Checks. (See paragraph 501.8)

(7) Cash (If checks andM3s are not avail able)

b. Remittances containing a check or MO shall be subnitted using
first-class USPS indicia mail. All remittance checks shall be postmarked
| egibly on the reverse so the remtting post office can be identified. Requis-
i tions between COPES and PFCS nay be nmade utilizing first-class, USPS indicia
mai | .

¢c. Remttances containing cash shall not be sent to any USPS
facility. (See Chapter 7, paragraph 709.4.h).
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d. Remttances nailed between postal clerks, COPES, and PFCS con-
tai ning cash or paid USPS MOS shall be submtted using registered USPS
indicia mail. Al cash remttances shall be w tnessed. They shall be double =i
wrapped with [oose coins taped to paper or cardboard. The imer envelope shall
be marked with the anount of cash enclosed and annotated with “OPEN I N THE
PRESENCE OF A W TNESS. "

3. Wtnesses. When actions pertaining to postage stock and neter
accounts require a witness and the postal activity is operated by one clerk,
prior arrangenents shall be made with a local unit or installation commander to
provide such a witness. Under unusual circunstances and only when approved by
responsi bl e conmanders or their designated representative, the phrase “no
wi t ness available” (NwWA) may be used instead of a witness' signature. Every
effort shall be made to obtain a wtness because of the possibility of a
clerk’s personal liability when there are discrepancies.

4, US Installations. At installations in the United States where USPS
operates and where, as an approved exception (see Volume ||, Chapter 2), stock
is sold by mlitary personnel, these instructions shall be followed unless in
conflict with instructions issued by the accountabl e postnaster.

5. Determning Amount of Initial MPO Credit

a. As a general guide for newy established MPCS, calculate a
m ni num of $5 per sponsor when requesting initial fixed credits. The follow ng
variables may require larger or smaller anmounts and shall be considered in
determning the initial credit:

(1) Transit tinmes between the MPO and the source of supply.
(2) Availability of a postage neter nachine.

(3) Fluctuations in population served, such as nobile units and
tenporary duties (TDYs for Arny/Air Force) and (TADs for Navy/Mrine Corps).

(4) Facilities and equiprment for the protection of the stock.
(5) At-sea operations.
b. If a meter is not available, a mnimumcredit of $2,000 shall be
established. This amount shall provide sufficient stocks of various

denom nati ons.

6. Christmas Stock

a. Each year during the Septenber-Cctober time frame, USPS announces
availability and sale dates of Christmas stanps. COPES shall review PBs for the
announcenment and, when it appears, shall order Christmas stock.

(1) Postal activities ordering direct fromthe Postnaster, New
York, or Postmaster, San Francisco, shall conply with the instructions contained
in the PB announcing the Christms stock.

(2) PFCS shall establish policy regarding the issue of Christmas
stock to the MPOS they service.
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b. If a fixed credit needs to be increased to accommodate additional
Christmas stock, submt the request to the source of supply through the
responsi bl e commander. This shall be acconplished as soon as the PB announcenent
is received. Procedures outlined in paragraphs 502.3.c and 502.4.c, apply when
i ncreasing and decreasing fixed credits for Christnmas sales. The credit shal
be decreased to the normal stock |evel before 31 January.

7. Accountabl e Post master Addresses. Addresses to be used when contacting

.accountabl e postnasters for transactions pertaining to fixed and flexible

credits are provided in tables 5-1 and 5-2, respectively.

8. Acceptance of Personal Checks. \Wen authorized by the postal conmmander,
(See Chapter 9, paragraph 910) postal clerks may accept personal checks for
the purchase of all postal services except COD s and Mney O ders.

a. Checks will be accepted only for the exact amount of purchase.
Change wi Il not be given.

b. Checks nust be made payable to the accountable postmaster.

c. Cerks are responsible to ensure the following information is
recorded on each check and nay be held pecuniarily liable for the value of the
check should they fail to do so.

(1) Name (OF Sponsor).

(2) Rank (OF Sponsor).

(3) SSN (O Sponsor).

(4) O ganization (O Sponsor).

(5) Mailing Address of Witer/Sponsor.
(6) Duty Phone (OF Sponsor).

(7) Home Phone (OF Sponsor).

d. Personal Check Acceptance Procedures: Prior to accepting parcels/
selling postage, the postal clerk (PC) shall ask the patron if he/she will be
payi ng by check. If the purchase is to be made by check, the clerk will then
ask the patron for his/her identification card (ID). The PC wll then check
the social security nunber (SSN) on the card against the AAFES (Arny & Air
Force Exchange) or NEX (Navy Exchange) returned check list. If the individ-
uals SSNis not listed, the clerk may accept the individual’'s personal check.

A governnent ID shall be required as a neans of identification. Wen authorized
personnel are not issued official IDs, a US. passport Oay be used for iden-
tification. The passport number will be entered on the reverse of the check
when used. Only one formeof identification is required. The postal clerk
accepting checks wll endorse the reverse of the check:

(1) For deposit only to the account of the serving postnaster
(Postmaster New York or Postmaster San Francisco).
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(2) The account nunber of the accountable postnaster.
(3) Affix the all purpose dating stanp.
(4) Affix his/her initials near the APDS inpression,

e.  Subm ssion/ Accounting for Personal Checks:

(1) At the conclusion of the business day, the postal clerk wll
transfer all checks accepted to the COPE. Cerks wll use accepted persona
checks to account for postage and postage neter sales. |f accepted checks
exceed the amount required for nmeter sales, the clerk wll list the excess
checks on PS Form 17 to requisition postage stock fromthe COPE

(2) The COPE w |l prepare a business tape listing (adding nachine
or calculator) of all accepted personal checks and the U S. Treasury or Mlitary

Banki ng Facility (MBF) check. An inpression of the APDS and COPE's initials
must be affixed at the top of this tape.

(3) COPE s serviced by the Postmaster, New York, shall use accepted
personal checks to account (to the nmaxinum extent) for postage neter sales.

These checks will be included in the daily postage nmeter remttance. Should
the total dollar anount of accepted personal checks exceed the total of the
meter remttance, the COPE shall retain only that amount which exceeds the
meter remttance and submt these checks with the next day’s neter remttance.
The following itens will be submtted via registered mail:

(a) USPS Form 3602- PO

(b) Business tape.

(c) Accepted personal checks.

(d) U S. Treasury/MBF checks.

(e) Accepted Travel ers checks.
NOTE : MPO's participating in Direct Deposit Program shall only remt a copy

of the Bank Deposit Slip and PS Form 3602-PO to Control Desk, General Accounting
O fice, Room 3110, New York, NY 10199-9511.

(4) COPE s serviced by the Postmaster, San Francisco shall forward
the following itens to Bank of America, Attn: Mlitary Postal Accounts, P.O.
Box 702, San Francisco, Ca 94202 acconpani ed by a Bank of America deposit slip:
(a) Accepted personal checks.
(b) Accepted Travelers checks.
(e¢) U 'S. Treasury/MBF check.

(d) Business tape.

NOTE :  The total value of (a). (b). and (c) above, shall be included in the
amount reflected in AIC 752 (Cash-Remtted) on PS Form 1412-B.
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501.9. ACCEPTANCE OF TRAVELERS CHECKS : Travelers Checks issued by well-known
established Anerican firnms or banks may be accepted in paynent for all postal
charges and services as long as sufficient funds are available to provide
change to the customer. |f funds are not available, advise the customer to
cash it at an Qpen Mess, mlitary exchange, or MBF, or to return at a later
time when funds woul d be avail able.

A, The follow ng procedures will apply to the acceptance of travelers
_checks:

(1) The value of the travelers check may not be nore than tw ce
t he amount of purchase. For exanple do not accept a$50.00 travelers check
unl ess the purchase is at |east $25.00.
(2) Accepting PCs will ensure that:
(a) The customer is authorized MPO services
(b) Al travelers checks are Oade payable to “Di sbursing

Oficer US. Postal Service”. SECOND PARTY TRAVELERS CHECKS SHALL NOT BE
ACCEPTED .

(c) The custoner’s |.D. card nunber or, for authorized
personnel without |I.D. cards, the U S. Passport number, is entered on the
reverse of the check.

(d) The reverse of the check is endorsed “For deposit to
Di sbursing Oficer U S. Postal Service”. PCs shall affix the inpression of
the APDS and initial next to it.

(3) PCs [Jaybe held pecuniarily liable for wongful payment of
travel ers checks. If the clerk suspects the check should not be accepted,
he or she may refuse to cash it and the decision may not be overul ed.

B. Process travel ers checks as foll ows:
(1) PCs at the end of the business day wll:

(a) Use accepted travelers checks to the maxi mum extent
possible to account for noney order sales.

(b) Use any remaining travelers checks to account for neter
sales or to requisition postage stock fromthe COPE

(2) COPES will:
(a) Consolidate all travelers checks fronPCs and apply

them to the maximum extent possible toward the daily noney order remttance.
to the M.0.D.

“‘(b) List the travelers checks by nunber on PS Form 6019,

Section Il (See figure 7-4). |f the total dollar amount for travel ers checks
is less than the amount of remttance, use the remining cash bal ance to
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obtain a treasury or MBF check and list it along with the travel ers checks
in Section Il of the PS Form 6019.

502. FIXED CREDI TS

1. Adm nistration

a. Fixed credits shall be adm nistered in accordance w th USPS
directives as augnmented by this chapter and instructions by the responsible
conmander .

b. Retention of fixed credits in excess of $1,000 by w ndow cl erks
shal | be authorized in witing by the responsible conmmander.

¢c. \Wen conditions do not allow the COPE to properly protect postal
effects, such as shipboard operations, the responsible conmander may designate
in witing a reserve custodian. In such cases, the COPE shall prepare PS Form
3369 “Consigned Credit Receipt,” in duplicate to reflect the anount of fixed
credit to be transferred to the reserve custodian. The amount of credit to be
retained by the COPE shall be determned by the responsible commander based on
stock required to conduct day-to-day operations. The reserve custodian shal
sign both copies of the PS Form 3369, retain a copy, and return the original to
the COPE as a receipt. \Wen this procedure is necessary, the portion of the
account retained by the COPE shall be considered as a working fixed credit as
prescribed in paragraph 502.5.a.(5). However, a separate PS Form 3369 is not
required. Audits shall be perforned at the sane interval as w ndow clerk fixed
credit accounts (see Chapter 12).

d. Wien a COPE or clerk is relieved of an account, the full anount of
fixed credit shall be produced in stock, funds, evidence of requisitions in
transit, or receipts for funds and stock extended. The account shall be audited
and any overage shall be collected and remtted by the PFO or COPE, as
appropriate, to the source of supply and restitution or provision for
restitution of shortages shall be nade at the tine of audit.

e. Cerks shall be tenporarily relieved of their accounts because of
a projected absence for a period of oore than 5 consecutive workdays but |ess
than 31 total consecutive days and they shall be audited. Any overage within
tolerance limts shall be retained by the COPE and reissued to the clerk upon
return. Any shortage requires restitution at the tinme of audit. If inmediate
restitution is not made, see Chapter 14, paragraph 1404.

f.  Tenporary absences of the COPE shall be handled as outlined in
Chapter 4, paragraph 403. 3.

2. Ceneral CQuidelines for Preparation of Requisitions and Repl eni shing

St ock

a. xequiswitions shall be prepared on PS Form 17 and shall be nunbered
| N sequence beginning Wi th nunber 1 each new fiscal year, (for exanple, 1-88).
Naval activities shall include their office identification nunber in addition to
the MPO nunber at the top of the PS Form 17. Requisitions from ships also shal
show the ship’'s nane.
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b. Replenishnent of stock fromother than primry source of supply is
not all owed except in an energency or by depl oyed Navy shi ps.

c. Fixed credits maintained at post office units shall be replenished
fromthe stock at the parent post office or the servicing PFO, as appropriate.

d.  Wen renmittance is by check or MO, annotate the PS Form 17 with
the serial number and the val ue. |f cash is remtted, |list the denom nations
and anounts.

e. Prepare requisitions in the presence of a witness who shall be
required to sign the MPO copy of the PS Form 17. Open returned requisitions and
verify contents in the presence of a witness. \Wen the requisition is for
establishment or increase of a fixed credit, resolve any discrepancies before
signing the enclosed PS Form 3369.

f. If an error in the returned requisition is found, it shall be
brought to the attention of the source of supply imediately and resolved. If a
shortage exists that camnot be adjusted immediately through coordination with

the source of supply, an investigation shall be conducted as outlined in
Chapter 14, paragraph 1408.

g- |If the requisition is not received within the normal transit tine,
notify the postmaster by nessage through the appropriate JMPA and request
status. |If the postmaster acknow edges that the requisition has been shipped,
but it is not received after a reasonable transit time, notify the appropriate
JMPA and request tracer actions be initiated.

h. PBs periodically announce new stock, indicating an effective date
of sale. Wen requisitioning these itenms, use a separate PS Form 17 for stock
of each different effective date.

3. Procedures Between the Custodian of Postal Effects and an Account abl e
Post mast er

a. otaining an Initial Fixed Credit. After the MPOis established
and the amount of fixed credit is determned by the responsible commander, the
desi gnated COPE shall obtain the initial fixed credit. The follow ng actions
shal | Dbe conpl et ed:

(1) Submit two copies of PSForm 3369 (figure 5-1), indicating
the anount of fixed credit requests, two copies of PS Form 17 (figure 5-2) in
t he amount shown on the PS Form 3369, and one copy of DD Form 2257 (see Chapter
4, paragraph 403.1.b.(3), to the source of accountable paper.

(2) After acknow edging the fixed credit and filling the stock
request, the accountable postmaster shall sign and forward the PS Form 3369 to
the COPE. The COPE shall verify that the correct stock is received, sign the PS
Form 3369, return the original to the accountable postmaster, and file the

duplicate in the MPO file. Resolve any discrepancies before signing the PS Form
3369. "
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(3) If the initial fixed credit already has been pre-positioned
at the MPO, the COPE and a witness shall audit the stock. Upon verification
that the credit is correct, the COPE shall prepare three copies of PS Form 3369,
i ndicating the amount of fixed. credit received, sign the forns and submt the
original and one copy with a copy of the audit to the accountable postnaster.
Resol ve di screpanci es before signing the PS Form 3369. Retain a suspense copy
of the PS Form 3369 until a signed copy is returned. \Wen the signed copy is
received, file it inthe MPOfiles and destroy the suspense copy. Note: PS
Forms 3369 shall be submtted by the COPE to the accountabl e postmaster not
“‘later than the activation date of the MPQO

(4) Wen an established fixed credit is transferred to a new
COPE, the procedure outlined in paragraph 502.3.a. (3) shall be followed. The
outgoing and incomng COPES shall performthe audit. |f a reserve custodian
maintains a portion of the stock, he or she shall participate in the audit.

b. Replenishing Stock. See paragraph 502.2 for general guidance for
submtting requisitions. Prepare requisitions in quadruplicate and send the
original and one copy and remttance to the address shown in rule 2, table 51.
Forward one copy to the address outlined in rule 1, table 5-1, and retain the
ot her copy of PS Form 17 in MPO files until the copy, acconpanied by the filled
requisition is returned. Verify that the returned stock is correct and file the
returned PS Form 17 in MPO files. Destroy the suspense copy.

(1) Requisitions from MPOs served directly by postmasters shall
be submtted as foll ows:

(a) The check or MO shall be Oade payable to the postnaster
and shall be forwarded with the requisition (rule 2, table 5-1).

(b) When stock is being returned for redenption and
exchange, prepare four copies of PS Form 17 (figure 5-3). Forward two copies
wth the returned stock by registered USPS indicia Dail to the address |isted
inrule 3,table 5-1. One copy of PS Form 17 covering the returned stock shall
be forwarded by first-class USPS indicia mail to the address listed in rule 1,
table 5-1. Retain one copy in the MPO file pending receipt of the exchange
stock. Requisitions for replenishment of stock shall be submtted separately
fromrequisitions for redenption and exchange.

(c) Wien stock is returned for any reason, it shall be
subm tted as shown in paragraph 502.3.b.(1) (Db).

(d) International reply coupons (IRCs) shall be listed on PS
Form 17 (Return Stanps Columm) and forwarded by registered USPS indicia Oail to
the Accountable Paper Depository (rule 3, table 5-2). Submt reply coupons
separately from other requisitions. Also, submt US. -issued |RCS separately
fromforeign-issued IRCs. (Refer to Part 392, IMM (Reference (i)) to determ ne
the current value of IRCs.)

(2) COPES shall order stock before cash on hand exceeds 25
percent of their-fixed credit.
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c. Increasing or Decreasing Fixed Credits

(1) Requests for increases or decreases shall be submtted to the

accountabl e postmaster (rule 1, table 5-1). Increases and decreases shall be in
mul tiples of $500.

(2) Requests for increases shall be in letter format stating the
anmount desired, the new fixed credit resulting therefrom and the reason for the

.request. Letters requesting increases shall reflect the date additional stock

Is needed. Required enclosures to the letter include:

(a) ps Form 17, in duplicate, listing the quantities and
denom nati ons of stock desired to nmake up the increase of credit.

(b) PS Form 3369, in duplicate, reflecting the anount of the
new fixed credit. The accountable postmaster shall sign and return both copies
wth the increase. Upon receipt of the increase, the COPE shall verify that it
s correct, sign the PS Form 3369, return the original to the accountable
postmaster, and file the duplicate in the MPO file. Resolve any discrepancies
before signing the PS Form 3369.

(3) Retain a copy of PS Form 17 and PS Form 3369 described above
in MPO files as suspense copies pending receipt of the increase.

(4) Requests for decreases shall be in letter format to the account-
abl e postnmaster (rule 1, table 5-1). Letters shall state the amount of reduction
requested and the new fixed credit resulting therefrom Required enclosures
to the letter shall include:

(a) Two signed copies of PS Form 3369 indicating the new
credit to the accountable postmaster.

(b) Undesired portion of fixed credit. Make checks payabl e
to Postmaster, New York (rule 1, table 5-1). \Wen stock has to be returned
to acconplish a reduction in fixed credit, attach one copy of PS Form 17 covering
the returned stock. Unless circunstances require otherw se, accountable
paper shall not be remtted to reduce a fixed credit.

NOTE :  \Wen stock is being returned for reduction in fixed credit, prepare three
copies of PS Form 17, listing the stock returned on the back of the form Forward
one copy of the PS Form 17 with the returned stock by registered mail to the
address listed inrule 3, table 5-1. One copy of the PS Form 17 will be

attached to the request for reduction in fixed credit (see paragraph 302.¢. (3)).
Retain one copy of the PS Form 17 and registry receipt in the MPO file pending
recei pt of PS Form 3369 for the new fixed credit fromthe accountabl e postmaster.

4,  Procedures Between a COPE and a PFO

Establishing a Fixed Credit. Wen establishing a fixed credit,
fol I ow theaprocedures prescribed in paragraph 502.2.b. through 502.3.b except
that correspondence shall be exchanged between the COPE and the serving PFO.
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b. Replenishnent of Stock. Procedures for replenishing stock are
outlined in paragraphs 502.2.b and 502.3.b except that all exchanges of
correspondence shall be between the PFO and COPE. The PFO shall provide
instructions on how to return and exchange stock and how to process IRCs.

c. Increasing and Decreasing Fixed Credits

(1) COPES shall request increases and decreases fromtheir serving
‘PFOs. The requirement to increase or decrease in nmultiples of $500 does not

apply.

(2) Procedures for increasing and decreasing fixed credits are out-
lined in paragraphs 502.3.c. (2) and 502.3.c.(3), respectively, except that al
correspondence shall be between the COPE and serving PFO.  The PFO shall provide
instructions on how to return stock.

d. Local Purchase of Supplies and Repair of Equipnent. See paragraph

503. 17.

5.  Procedures Between PCs and COPES

a. Establishing Fixed Credits

(1) COPES shall extend initial fixed credits to selected personnel
designated as pCs bhy:

(a) Preparing two copies of PS Form 3369 in the anmount of the
fixed credit and stanping themw th the APDS. A change of COPES does not
require reaccomplishment of PS Forns 3369 for credits extended to clerks.

(b) Preparing two copies of PS Form 17, indicating amounts and
denom nati ons of stock issued.

(c) Extending fixed credit in the anmount shown on the PS Form
3369.

(d) Obtaining the signature of the clerk on appropriate forns.

(e) preparing an account folder for each extended fi xed

credit. These folders shall be used to file all docunentation pertaining to the
account .

(2) Postal clerks physically shall count all stanps, stanped
papers, and funds before receipting for fixed credits on PS Form 3369.

(3) COPES shall keep the original PS Form 3369 and PS Form 17 and
the postal clerk shall retain the duplicates.

(4) Al t hough the COPE shall administer all fixed credits, it is

perm ssible to issue another person a fixed credit to be used to replenish the
stock of postal-clerks conducting w ndow business. This credit shall be

referred to as a “filler stock.”- This fixed credit may not be used for daily
wi ndow sales. If it is necessary for the person with the filler stock to

conduct w ndow business, the COPE shall issue a separate account for that
pur pose.
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(5) COPES may issue thenselves a separate fixed credit when
necessary to conduct w ndow business. This account shall be handled as any
ot her extended fixed credit and an account folder shall be maintained, however,
it need only be audited when the master COPE account is audited. (See Chapter
12) .
b. Repl eni shnent of Stock

(1) At the close of any business day when cash on hand (including
IRCs) exceeds 25 percent of the extended credit, clerks shall replenish fromthe
COPE or filler stock by submtting a requisition. |RCS shall be listed in the
“Returned Stanps” portion of a separate PS Form 17. However, stock shall be
requi sitioned at |east once a week, even though cash on hand does not exceed 25
percent of the total credit. EXCEPTION. Cerks that do not use their account
during a given week (that is, backup clerk, |eave clerk, |leave, TAD, TDY, on
quarters, or because of other reasons) need not requisition during that week.

(2) An alternate nethod of replenishnent that maybe used to reduce
workload is for primary wi ndow clerks to be issued fixed credits in an anount up
to one nonth's expected sales. Any extended credit in excess of $1,000 shall be
approved by the responsi bl e conmander as required by paragraph 502.1.b. At the
cl ose of business each day, the clerk shall prepare PS Form 1096, “Cash Receipt,”
in duplicate and submt all funds that exceed the authorized $50 change fund
(see paragraph 502.5.b. (3)). For exanple, at the end of a business day a clerk
has $396.80 in cash; the clerk shall prepare a PS Form 1096 for $346.80 or nore
and retain the balance as a change fund. The COPE or filler stock custodi an
shall receipt for the funds, return the original PS Form 1096 to the clerk, and
retain the duplicate. Once-each week, the clerk shall total the PS Forns 1096,
add funds fromthat day's sales, and subnit a PS Form 17 for replenishment stock.
COPES or filler stock custodians may designate specific days for replenishment
of stock, if they desire to do so.

(3) Cerks are authorized to retain up to $50 of their fixed credit
in cash as a change fund. \Wen sources of change are not readily avail abl e,
wi ndow cl erks may be authorized to retain a $100.00 change fund. Change
funds are not included as a portion of the 25 percent restriction.

(4) Wen practical , requisitions shall be hand-carried by the clerk
remtting the requisition to the COPE. Wen requisitions are hand-delivered,
they shall be conpleted in duplicate. One copy shall be retained by the COPE
and the other by the clerk. A witness is not required to sign the PS Form 17 if
the requisition is filled when the receiving clerk is physically present.

(5) Wien mailing to the COPE, the inmer envel ope containing the
requi sition shall be endorsed in the lower left corner, “To Be Opened By The COPE
In The Presence OF A Wtness.”

(6) Remttance for requisitions shall be item zed on the right
side of the PS Form 17 under “Return of Stanps.” Al entries shall be verified

by a witness (figure 5-2) , and the requisition dispatched by USPS registered
indicia mail.

c. Increasing and”Decreasing Fixed Credits. Fixed credits extended
by a COPE shall be increased or decreased as necessary.
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(1) Increases. Wen an increase is necessary, the clerk shal
prepare two copies of PS Form 17 indicating anounts and denom nations of stock
needed to increase the credit. The COPE shall prepare a new PS Form 3369 in
duplicate, showing the total anmount of the new fixed credit; extend the e
i ncrease; and obtain the signature of the clerk on appropriate forms. After
verifying that the issued stock is correct, the clerk shall sign the PS Form 17
and PS Form 3369. The originals shall be retained by the COPE and the duplicates,
along with the original PS Form 3369 indicating the previous extended credit,
shall be given to the clerk.

(2) Decreases. \Wen a decrease is necessary, the clerk shal
prepare a new PS Form 3369 in duplicate, showing the total anount of the new
fixed credit. Submt themalong wth cash, check, or MO in the amount of the
decrease to the COPE.  The COPE shall verify that the amount is correct, sign
for the funds on PS Form 1096, sign the PS Forns 3369, retain the original, and
return the duplicate to the clerk. The COPE al so shall return the PS Form 3369
that was on file for the clerk’s previous credit.

6. Receiving and Filling Requisitions by PFOS and COPES

a. Stanp requisitions received by a PFO or COPE shall be opened in
the presence of a witness and the contents verified to determne that the
requisition and remttance are equal. After requisition is verified and
filled, the PFO or COPE shall make appropriate entries on PS Form 3295, “Daily
Record of Stanps, Stanped Paper, and Nonpostal Stanps On Hand” (figure 5-4).

The retained copy of PS Form 17 shall be signed and dated by the PFO or COPE and

a wtness, and if the filled requisition is mailed, the registered nunber used
shal | be entered in appropriate sections. The duplicate copy shall be signed,
dated, and the registered nunber shall be entered by the PFO or COPE and

encl osed in the requisition. Stock shall be securely packed and transmtted by
USPS official registered mail. The registry receipt shall be attached to

t he originial of the PS Form 17 as proof of dispatch and retained on file. When
PS Form 3877, “Firm Mailing Book,” is used, the registered nunber under which

the requisition is dispatched shall be reflected in the appropriate space in the
top portion of PS Form 17. PS Forns 3295 shall be naintained on all stock used to

fill requisitions and bulk sales. PS Forms 3295 need not be used at one-person
| ocati ons.

b. If an error in the renmittance is made, it shall be brought to the
attention of the originator of the requisition inmediately and resol ved.

c. Stock received from accountable postmasters shall be opened by the
PFO or COPE in the presence of a witness. They shall verify that stock received
agrees with the itens requisitioned and those |isted as shipped on duplicate PS
Form 17. Enter registry nunbers under which the stock was received and the
date of receipt on the duplicate PS Form 17. If no discrepancies are noted,
file the duplicate copy and destroy the triplicate copy. If a shortage in the
shi pnent occurs, notify the accountable postnaster and the responsible commander.
Notify the accountable postmaster by letter stating the circunstances and
requesting replacenent of short items. The letter shall be endorsed by the
person who w tnessed the opening of the requisition and include a copy of the
PS Form 17 as an enclosure. The wapper or shipping case in which the requisi-
tion was received shall be retained until the matter is adjusted. Record actual
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amount of stock received on PS Form 3295. If a later shortage is discovered
(such as a book of stanps m ssing upon opening a sealed container), submt a
| etter as outlined above. Also, postmark the container with the APDS and
return it as an enclosure to the letter. Do not adjust the PS Form 3295. A
copy of the letter relating to the shortage shall satisfy audit purposes.

d. COPES receiving requisitions from PFOS and cl erks receiving requisi-
tions from COPES by mail shall follow procedures in paragraph 502.6.c, except
message notification shall be to the responsible commander; however, clerks
transacting w ndow service need not maintain PS Form 3295. WWen requisitions
are hand carried, procedures outlined in paragraph 502.5.b. (4) apply. The provi-
sions of paragraph 502.6.b shall be followed if there has been an error in
stock received.

503. ADM NI STERING FLEXIBLE CREDITS. Flexible credits shall be adm nistered
by postnasters and copes under the same general guidelines established for
fixed credits. The primary differences are in nethods of establishnment and in
requi sitioning procedures. The flexible accounting system provi des nore

| atitude in stanp requisitioning as funds are not submtted with requisitions
to obtain stanps and stanped paper. The PFOS and COPES accountability for
stanps and stanped paper under this systemis reduced, based on stanp sales
remttances, and increased when stanp requisitions are received. Therefore, the
term “FLEXIBLE’ rather than “FIXED’ is used to identify this system of account-
ability.

1. Establishnent

a. After the postal activity is approved for establishment, the PFO
or COPE shall submt the follow ng docunentation to the accountabl e postnaster
(rule 1, table 5-2):

(1) Three copies of PS Form 17, in the anmount of the flexible
credit approved by the responsible commander.

(2) One copy of DD Form 2257, designating the accountable PFO or
COPE (see Chapter 4, paragraph 403.1.b.(3)).

(3) A letter advising whether action has been taken to obtain a
postage Oeter and whether support shall be provided to a DoD contractor postage
meter (see Chapter 6, paragraph 619). In addition, include the proposed date
on which operations wll begin.

b. Upon receipt of information and docunentation prescribed in

paragraph 503.1, the serving postmaster shall forward the follow ng for
adm nistering the flexible account:

(1) Stock in the requested anount of flexible credit.

(2) T™Ww copies of validated PS Form 3369, “Consigned Credit
Receipt” (Figure 5-5), to be signed by the designated PFO or COPE.

(3) PS Form 1412B, “Daily Financial Report,” for use in recording
transactions relative to the flexible account.
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(4) The flexible account code to be used when conducti ng
transactions with the serving postnaster.

(5) PS Form 3602-P0, “Postage Collected Through Post O fice Meter
No. ,” if a postage neter has been authorized for use by the MPO (see Chapter 6
paragraph 601.2.).

(6) If the MPO shall service a DoD contractor postage Ceter (see
Chapter 6 paragraph 619).

(a) PSForm 3602A, “Daily Record of Meter Registry Reading,”
for use by DoD contractors to record daily postage neter use and-the COPE to ‘-
record neter setting.

(b) PSForm 3603, “Receipt For Postage Meter Setting,” to
receipt for funds collected fromDoD contractors for “customer neters.”

c. Upon receiving the initial flexible credit and after verification,
the custodian shall conplete PS Form 1412B in duplicate (figure 5-6) and submt
the original and a signed copy of PS Form 3369 to the serving postmaster (rule
1, table 5-2). Entries on PS Form 1412B shall be typewitten, if possible.

2. Increasing or Decreasing Flexible Accounts. Flexible credits are
i ncreased or decreased autonmatically through recelipt of requisitions and

subm ssion of remttance and no further action is required. However, when a
significant increase or decrease is required, submt a letter of justification
to the postmaster (rule 1, table 5-2). Normally, this would be caused by a
significant increase or decrease in the nunber of custoners served or a
significant change in registered mail transit times.

a. Request for increase shall be in letter form stating the anmount
desired and the reason for the request. In addition, letters requesting
i ncreases shall reflect the date additional stock is needed. Enclose three
copies of PS Form 17, listing the quantities and denom nations of stock desired

to make up the increase of credit. NOTE: The postnaster may request that a new
PS Form 3369 be prepared upon receipt of the increase.

b. Decreasing the flexible credit may be acconplished by submtting
remttances and not ordering replacenent stock or ordering |esser anmounts of
replacenent stock. If it is necessary for stock to be redeenmed to effect the
decrease, see paragraph 503.11 for correct procedures. However, only full sheets
of stanps and boxes of books or envel opes nay be returned to the Accountable

Paper Depository. Every effort shall be made to sell excess stock to other MPOs
before returning such itens.

3. Change of PFO or COPE

a. Before assuming duties as a PFO or COPE, the outgoing PFO or COPE,
i f available, and the incom ng PFO or COPE shall conduct a joint audit of al
stock and funds accountable as outlined in Chapter 12. Reaccomplishing PS Forns
3369 for credits -extended to clerks is not required.
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b. Upon conpletion of the audit, the incom ng PFO or COPE shal
prepare DD Form 2257, PS Form 3369, and PS Form 1590. Forward one copy of DD
Form 2257 and two copies of PS Form 3369 to the serving postnmaster with a copy
of the conpleted audit and PS Form 1412B, which is the last report for the
outgoing PFO or COPE (rule 1, table 5-2). NOTE: The anount indicated on the
PS Form 3369 as “Stanp Credit Amount” shall be shown on the first PS Form 1412B
submtted by the new PFO or COPE as the “Qpening Bal ance,” Code 840.

c. Tenporary absences of the PFO or COPE shall be handled as outlined
“in Chapter 4, paragraph 403.3.b.

4. Nunbering Sequence

a. PS Fornms 17 and PS Forns 1412B are nunbered consecutively, begin-
ning with nunber 1 each new fiscal year. This number is placed in the upper
right corner of the PS Form 1412B and in the finance block of PS Form 17.

b. Bank deposit slips wll not necessarily be nunbered consecutively.
They shall reflect the sanme nunber as the PS Form 1412B that identifies the

funds being remtted. The nunber is placed in the upper right corner of the
deposit slip.

5. Account ldentifier Code (AICs). These codes (see figure 5-7) identify
the funds entered on PS Form1412B. All financial entries on PS Form 1412B
shall be identified with an Al C

6. Bank Deposit Slips. These slips are coded individually to denote each
flexible account. The bank deposit slips are obtained by submtting a letter to
the serving postmaster (rule 1, table 5-2). A code is assigned to each PFO or
COPE account and shall be indicated in the letter of request. The code is not
i nt erchangeabl e with other PFO or COPE accounts. Only preprinted bank deposit
slips may be used to submt remttances.

7.  Bank Deposits

a. Prepare bank deposit slips in quadruplicate in the format shown in
figure 5-8 and PS Form 1412B in duplicate at |east every second workday.
Entries on PS Form 1412B shall be typewitten if possible. COPES | ocated where
there is no disbursing officer or check-issuing facility, or when authorized by
the serving postmaster nmay submit remittances once a week. Enclose the original
and one copy of the the bank deposit slip wth the remttance (rule 2, table 5-2).

b. One copy of the deposit slip wth the original copy of PS Form
1412B shal| be forwarded to the serving postmaster (rule 1, table 5-2).

c. One copy of the deposit slip with the duplicate copy of PS Form
1412B shall be retained in the PFO or COPE files. This copy of the deposit slip
shal | reflect the check or MO nunber and the date forwarded.

8. Carryover of Funds. COPES |ocated where there is no disbursing officer
or check-issuing” facility, “but situated near an agent officer, shall nake
arrangenents to convert cash into U S. Treasury checks in the ambunt that the
agent officer is permtted to issue. The renmai ning anmount shall be carried
forward as “Cash Retained Today,” Code 753, and identified on the next report
as “Cash Retained Previous Report,” Code 353, on PS Form 1412B.
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9. Requisitions

a. To obtain stock, prepare PS Form 17 in quadruplicate. See par- gsoes

Nt

agraph 502.2 for general guidelines for preparation of PS Form 17. Refer to kit

table 5-2 for the correct addresses of offices |isted below  Submt regular
requisitions once each cal endar nonth.

(1) PFOS and COPES served by Postmaster, New York, shall forward
.the original and one copy to the Accountable Paper Depository and one copy to
the Mlitary Auditing Unit.

(2) PFOS and COPES servedby Postmaster, San Francisco, shall
forward the original and two copies of the formto the Accountabl e Paper
Deposi tory.
b. Retain a copy of the PS Form 17 in the PFO or COPE files, pending
receipt of the filled requisition.

c. Do not submt funds for stock requisitioned.

d.  Upon receipt of the filled requisition, verify the quantity of
stock received and record the value of the stanps and stanped paper in Al C 841
on PS Form 1412B. Forward the original of PS Form 1412B to the address shown in
rule 1, table 5-2, and retain the duplicate in the PFO or COPE files. |f a
subsequent shortage is discovered (such as a book of stanps m ssing upon opening
a sealed container), follow procedures outlined in paragraph 502.6.c. Do not
make an adjustnment on PS Form 1412B as the letter explaining the discrepancy
shal | also suffice for audit purposes.

e. PFOCS and COPES nay request automatic distribution of commenorative
stanps by submtting a letter to the appropriate Accountable Paper Depository,
providing information as to the quantity desired on a recurring basis. PFOS and
COPES alternatively may order specific comenorative stanps by submiting a
separate PS Form 17. The PFO or COPE shall enter the value of commenorative
stanps received in AIC 841 on PS Form 1412B.

10. Discount Envelopes. The total discount amount for stanped envel opes
sol d (see paragraph 505.2) is reflected on PS Form 1412B in AIC 846. A copy of
PS Form 3220 shal |l acconpany the PS Form 1412B to support this entry,

11.  Redeemed or Danaged Stock. Return redeenmed or damaged stock to the
serving postmaster Accountable Paper Depository by preparing PS Form 17 in
quadruplicate and forwardi ng the redeened or danaged stock with original and one
copy of PS Form 17 by registered USPS indicia nail. Place the PS Forms 17 in an
envel ope and attach to the outside of the package containing the returned stock.
Forward one copy of the PS Form 17 to the serving postmaster at the address
outlined inrule 1, table 5-2, and retain one copy in PFO or COPE files. Each
stanp item shall be listed individually, by value, in the “Return Stanps”
section of the form The value of the stanp itens is entered on PS Form 1412B
in AIC 848. Shoul d repl acement stanps or stanped paper be desired, follow
requi sitioning procedures outlined in paragraph 503.9.
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12.  International Reply Coupons. Upon receipt of IRCs, enter the val ue
in the “Received” colum of a PS Form 3295 and line 5 of PS Form 3958, “Min
Stock Transaction Record.” Return IRCs to the serving postnmaster Accountable
Paper Depository by preparing PS Form 17 in quadruplicate, and forwarding the
| RCS with original and one copy of PS Form 17 by registered USPS indicia nail.
Place the PS Fornms 17 and the coupons in an envel ope. Endorse the outside of
the envel ope "IRC" in the lower left corner. |f the quantity of IRCS is too
large to fit in an envel ope, place only the PS Form 17 in the envel ope and
aattach it to the outside of the package containing the IRCs. Forward one copy
of the PS Form 17 with the PS Form 1412B that reflects the return to the
serving postnmaster at the address found in rule 1, table 5-2. Retain one copy
in the PFO or COPE files. List the IRCS by value, in the “Returned Stanps”
portion of PS Form 17. Submit U 'S. issued IRC's on a PS Form 17 separate from
that used for foreign issued IRCS to the serving postmaster of the address
outlined in rule 4, table 5-2. Annotate the PS Form 17, “Flexible Credit - Do
Not Return Stock.” The amount of |RCS sent is entered in the “lssued” colum of
PS Form 3295, line 9 of PS Form 3958, and AlIC 848 of PS Form 1412B.

13. Shortages. \When a shortage in an account occurs and the responsible
person does not make imediate restitution, refer to Chapter 14, paragraph
1403 and prepare PS Form 1412B as shown in figure 5-9. Add the anmount of the
shortage to the anmount of postage sales, AIC 852, if any, and enter the total in
Al C 090. The shortage shall also be reflected in the “DI SBURSEMENTS" section of
the formby entering in the "AIC" columm, in blank spaces provided, the code
“761” and the words “Flexible Acct Shortage” with the nanme and grade of the
person responsible for the shortage. |If the shortage is caused by acceptance of
counterfeit currency, see Chapter 14 for reinbursement procedures. |f funds
from postage sales are not being submtted, enter only the amount of the
shortage in AICS 090 and 852.

14.  Overages

a. Overages discovered during audits of flexible accounts of PFOS or
COPES and those that are over allowable tolerance limts for fixed credit
accounts of COPES, or PCs extended by a PFO or COPE flexible account (see
Chapter 12, paragraph 1203.7) are to be reported on PS Form 1412B as Al C 063
(see figure 5-10). Such overages are to be submtted on the next PS Form 1412B
after the overage has been detected. In addition, a letter reflecting the name
and grade of each person from whom an overage was collected and the anount of
each shall acconpany PS Form 1412B.

b. If an overage is submtted in error, a letter requesting refund may
be submtted to the address shown in rule 1, table 5-2. The letter shall
provide justification for the request. It shall relate the request for refund

to a previous overage. Do not enter the amount requested in AIC 750, as the
rei mbursenent will be a separate action.

¢c. Funds submitted as restitution for previous shortages shall be
identified on PS Form 1412B as AIC 356 (figure 5-10). Enclose a letter
reflecting the name and grade of each person for whomthe restitution is to be
credited.
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15. Postage Meter. Ceneral guidelines pertaining to procurenent and use of
postage meters are contained in Chapter 6. The major difference is in subm ssion
of funds when the COPE has a flexible credit and is served through the postmaster. .
In that instance the follow ng applies: Y

a. The anount of funds derived fromthe use of USPS postage neters
operated at MPCS are submtted at the sane interval and as a part of the remt-
tance of stock funds. However, the original PS Form 3602-PO and any unused
. neter tapes with original of PS Form 3533, when applicable, are submtted to
the postnmaster as part of the docunentation submtted with the PS Form 1412B.

On the PS Form 1412B, enter the total anount of the unused or spoiled tapes or
the amount clainmed when a letter is submtted because tapes are not avail able
(see Chapter 6paragraph 606.1) in AIC 536. PS Forns 3533 conpl eted by custoners
for refunds, including those for official mail and DoD contractor neters, are

not reported on PS Forns 1412B.

b. The total anount of postage neter funds on hand when PS Form 1412B
is prepared shall be entered in the “RECEIPTS" section of the form (see figure
5-11).

(1) Enter the words “Postage Meters" in the bl ank space.
(2) Enter the code “110 in the Al C col um.

(3) Enter the total amount of all funds derived fromthe use of
postage nmeters at the MPQO

c. Shortages in postage nmeter funds are reflected on PS Form 1412B in
AIC 761 in the same manner as shortages in the flexible credit, except that the
words “Postage Meter Shortage” and the postage nmeter nunber are reflected in the
bl ank spaces provided.

16. DoD Contractor Postage Meters. General guidelines for admnistration
of these postage neters are contained in Chapter 6, paragraph 619. However,
remttance of funds derived fromsetting DoD contractor postage neters under
the flexible accounting systemshall be as foll ows:

a. Submt the funds derived fromsetting the DoD contractor postage
meter with the next remttance of stanp stock funds.

b. Submt a duplicate copy of the PS Form 3603 to the postmaster as a
part of the docunmentation submtted with PS Form 1412B.

(1) Under the “RECEIPT” section in a blank space, enter “Custoner
Meter."

(2) Under the "AIC" columm, enter the code “111.”

(3) Under the “AMOUNT” colum, enter the exact anount of funds
set on the neter.

(4) Add the anount of the check covering funds entered on the
postage neter to the total anount entered on the bank deposit slip.
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17. Local Purchase of Supplies and Repair of Equipnment. USPS funds gener-
ated fromthe sale of stanp stock nmay be used for the |local purchase of certain
supplies and for paynent for repairs to postal equi pment (see DoD 4525. 6- C,
paragraph 125 (reference (nm for details). COPES or PFOS authorized by the
maj or conmander to expend funds for this purpose shall obtain a paid receipt

wWith the vendor’s signature. Accountability shall be maintained
as follows:

a. COPES or PFOS having flexible accounts with a serving postnaster
shal | report |ocal purchases of supplies and paynent for repairs to equi pnent on
the next subm ssion of PS Form 1412B. The original copy of the paid receipt

shal | accompany the PS Form 1412B. Attach a duplicate copy of the receipt to
the file copy of the PS Form 1412B.

(1) Local Supply Purchases. Under the “DI SBURSEMENTS" section
of PS Form 1412B (in a blank space), enter “Postal Supplies” as the descrip-

tion. Under the "AIC" columm, enter “546.” The anmount columm shall reflect the
total amount of all paid receipts submtted.

(2) Equi pment Repairs. Under the “DI SBURSEMENTS' section of PS
Form 1412B (in a blank space), enter “Mscellaneous Repair” as the description.

Under the "AIC" columm, enter “587.” The amount colum shall reflect the total
amount of all paid receipts submtted.

b. COPES with fixed credits extended by a serving PFO shall submt
the original and a duplicate copy of the signed paid receipt obtained fromthe
vendor along with the next subm ssion of PS Form 17. The receipt shall be used
to docunment and account for the funds expended and need not cover the entire
amount of the requisition. For exanple, a requisition for $200 could be
acconpani ed by a $50 receipt and a $150 check. A third copy of the paid.
receipt shall be filed wth the MPO copy of the PS Form 17. Upon receipt of
the requisition, the PFO shall account for the expended funds follow ng the
procedures outlined in paragraph 503.17.a.

c. COPES with fixed credits extended by Postmaster New York may not
submt supply/repair receipts direct to New York using PS Form 17. These COPES
must submt sane to an appropriate PFOwho will in-turn submt receipts for credit
to New York using PS Form 1412B.

d. COPEs/PFOs submitting vendor receipts to accountable postmasters
must retain a record of the Foreign Currency Exchange Rate at the time of
payment to the vendor. This does not apply for billing invoices prepared for
paynent in U S. dollars.

18. U S. CUSTOMS COLLECTIONS. General guidelines on collection of US.
Custons duties are contained in Chapter 9, paragraph 907.9. In addition,
COPEs/PFOs with flexible credits shall account for funds derived fromthe col-
| ection of U S. Custons duties on PS Form 1412B which shall be submtted al ong
with the original PS Form 6019 and Custons Form 3419 to the serving postnaster.
Make sure to add the anount of funds collected for U S. Custons duties to the
total anount entered on the bank deposit slip. Fill out PS Form 1412B as fol | ows:

a. Under the “Receipt” section, enter “Custom Collection” in a
bl ank space.
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b. Under the "AIC" columm, enter the code “054.~

c. Under the “Amunt” colum, enter the exact anount of funds
collected for U S. Custons duties.

504. CARE AND PROTECTI ON OF STOCK AND FUNDS

1. Stock and funds shall be given the best protection possible against
,loss or theft. The stock and funds in the possession of each person shall be
kept separate fromthat held by other persons. The person to whomthe stock is
assigned is the only person allowed access to that stock except personnel
conducting audits and inspections as described in Chapter 12. USPS funds may
not be used for personal use. Funds fromindividual fixed credits nmay not be
commingled with any other funds, unless authorized by the najor commander (see
Chapter 7, paragraph 711.) For purposes of this Manual, stock and postage neter
funds are considered as belonging to the same credit.

2. Safes, lockable counter drawers, and cash boxes shall be provided to
postal clerks to ensure that stock and funds are secured at all times” No
personal property shall be stored in safes or containers used for postage stock.
The duplicate keys or copies of conbinations of containers and safes used to
store funds overnight shall be placed in PS Form 3977, “Duplicate Key Envel ope”
(figure 5-12). Seal ed envel opes are handled as outlined in Chapter 9, paragraph
906.2. Envel opes shall be checked during audits of the COPE and during MPO
i nspections for evidence of tanpering. Only the persons whose nanes appear on
the front of the envel ope can receipt for the envel ope. Counter drawers shall
be | ocked when not in actual use and funds kept out of reach of custoners.

C erks can ensure proper protection of funds and stock by storing themin a
safe or vault during their absence fromthe post office. Wen a safe or vault
is not available to individual postal clerks, conply with procedures in Chapter
9, paragraph 906.1.d. Cerks having custody of funds can be held liable for
their |oss when these instructions are not conplied wth.

3. Safe conbinations are changed:
a. Wien the safe is initially received.
b. Because of conprom se or possible conprom se of conbination.

c. Wen a PFO, COPE, or PC having know edge of conbinations is
transferred out of the activity or relieved of credit.

d. Annually.

505. SALE OF STOCK

1. Stock shall be sold for cash, personal check, travelers check, or in
exchange for IRCs. Wen exchanging |IRCS for postage refer to part 392, IMM
(reference (i)). Stock and nmeter funds need not be separated during the

busi ness day. U S. Treasury checks may not be cashed using stock and meter
funds . Stock may not be sold on credit.
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a. NAF activities may use checks drawn on US banking facilities to
purchase stanps. Checks from NAF activities will be subnitted to the PFQ ac-
countabl e postmaster as appropriate with other remttances when requisitioning
stanp stock.

b. Private associations (boy scouts/girl scouts, and other l|ocally
aut hori zed clubs and organi zati ons) nay use checks drawn on US banking facili-
ties to purchase stanp stock, if they are authorized to use the MPS ‘and approval
to accept checks fromthat activity is granted by the appropriate MACOM.

2. Sale of stanped envel opes shall be at retail value, except when
purchased in multiples of 500 at discount prices. To conpute and report
“Di scount Sales,” use PS Form 3220, *“Stanped Envel ope Sal es At Discount”
(figure 5-13). Credit for sale of envel opes at discount prices will be adjusted
by listing discount sales on PS Form 3220. COPES with fixed credits shall
submt a copy of PS Form 3220 with PS Form 17 for the remttance. The COPE
shall retain a copy of PS Form 3220 until credit is received fromthe source of
Supply . COPES with flexible credits shall follow accounting procedures outlined
i n paragraph 503. 10.

3. Cerks may not act as agents for any person or firmnor shall they be
required to handle funds other than for meter, postal MD, or stock accounts.
However, MPOS |ocated within the custons territory of the United States
i ncluding ships afloat, shall handle U S. Custons funds in conpliance with
Chapter 9, paragraph 907.9.

4. Cerks shall not affix stanps to an article after acceptance for mailing;
mai | ers nust personally affix postage stanps to all mail matter. Postage shal
be affixed to mail in accordance with Section 142.12, DMM (reference (i)).
When an address label is used on a parcel, the postage Wil| overlap the upper
right corner of the label. Custoners shall be given as few stanps as necessary
to conplete the transaction. Stanps on parcels shall be canceled in full view
of the mailer by the accepting clerk inmediately upon acceptance.

5. MPCS may not handl e nonpostal stanps (for exanple, Mgratory Bird
St anps) .

6. Stanps issued by foreign postal adm nistrations may not be sold at
MPos .

7. Commenorative stanps shall be made available at MPOs. Sale dates are
announced in the USPS Postal Bulletin and stanps listed therein may not be
pl aced on sale before that date.

8. International Reply Coupons Oay be stocked and sold at MPCS where
demands exi st.

506. DAMAGED STOCK

1. Damaged stock may be redeened by custoners in accordance with Part
147, DW (reference (i)).
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2. Return damaged stanp stock to the source from which received. MPCOS
with fixed credits issued by a postmaster shall follow procedures in paragraph
502.3.b(1).(b). Those MPGs maintaining flexible credits issued by postmasters .
shal | comply with paragraph 503. 11.

507. CASHI NG POSTAL MOS. Postal MOS may be cashed fromfixed or flexible
credit funds if volume of cash permts. |ldentification shall be required in
accordance with Chapter 7, paragraph 708.1. Exchange paid MOS for cash from
the MO account when funds are available, if the major command has not authorized
comm ngling of funds under provisions of Chapter 7, paragraph 711.
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RULE | f you are: Then submt paperwork to:

1 Establ i shing, increasing, or Mlitary Auditing Unit
decreasi ng an account or General Accounting Ofice
changi ng the COPE Room 3110
New York, NY 10199-9511
2 Submtting a requisition Control Desk
(See Notes 1 and 2) General Accounting Ofice
Room 3110
New York. NY 10199-9511 ‘-
3 Ret urni ng stock or |IRCS Post mast er
{See Note 1) Account abl e Paper Depository
Room 3129

Bew York, NY 10199-9615

NOTE 1 - Submt one copy ofaltransactions to the address listed in
Rul e 1.
NOTE 2 - Submt all requisitions containing Treasury, Travelers, MBF

checks or ‘No Fee" Mosby Registered USPS indicia mail .

Tabl e 5-1. post master, New York, Addresses To Be
Used For Fixed Credits (Not Served by a PFO). -
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RULE |f you are: gerved by: - Then subnit paperwork to:

1 Establishing, i ncreasing, onr New Yor k Military Auditing Unit
deceasi ng an account; General Accounting Otftice
changi ng the PFO/COPE; Room 3110
pr submtting P8 Form1412B New York, NY 10199-9531

San Franci sco General Accounting Ofice
P.0. Box 886000
San Franci sco, CA 94188-6000
2 Submtting a remttance New Yor k Control Desk
o (Note 2) General Accounting Ofice
Room 3110
New York, NY 10199-9511
San Franci sco Bank of Anerica
ATTN: Military Post al
Accounts
P.0. Box 702
San Franci sco, CA 94101
3 Ret urni ng IRCs, oOr New Yor k Postmaster
Account abl e Paper Depository
Room 3129
New York, NY 10199-9615
San Franci sco Account abl e Paper Depository
P.0. Box 886002
San Francisco, CA 94188-6002
4 Returning Stock eor U S | New York Sane as Rule 3

reply coupons

San Francisco

Stanp Deastruction Conmttee
Account abl e Paper Depository
P.O., Box 886002

San Francigco, CA 04180-6002

.Table 5-2.

NOTE 1:

NOTE 2

the addreegg |isted in rule 1.

Submit One copy of all transactions outlined in rulea 2 through 4 to

Subnmit all remittances via Registered USPS Indicia Mail.

Account abl e Post naster Addresses To Be Used For Flexible Credits.




.| Name Location of Credit
Jerome L. Patterson APO 09757
{Check One) Credit
m . Amount 1 , 000 (00
Stamp Credit

D Cash Credit aoh Porticn 300 00
Issued by (Signature)}

Arthur E. Hayd

| will faithfully account to the U.S. Pc
transactions recorded on my Daily Finan
of the priorities of protection to be given

Date

10 April 89-

2 §pllowing statements and have been advised
' gl in Part 434.2-434.4, Fiscal Handbook, F-1,
and Perts 213 and 220, Fiscal Handbook, F ractors will be held responsible for losses of
stamps and funds from stamp credits resulting e failura sasfiive the best available protection during and after
post office hours in accordance with Part 430, Fiscal/ Handbook, F-1. Withdrawa! of officia! funds for personal use,
whether temporary or permanent, may subject employees or contractors to removal from office, cancellation of
contract, and criminal prosecutign for violation of Title 18, Section 641 or 1711, U.S. Code.

Date

10 April 89

Figure 5-1. Sanple Fixed Credit Recei pt
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Requisition
Numben {Start with
1 sach new fiscal
year.)
- .« - ; v -/
Poscmsre ?m-onm-onlnum or truvaua / Order Stamps
T AR USXXX, ‘unit I Guantity lem Vaiue ]
AFOB Finsnce Ko, / CAG 500 P g ‘00 1
300 2¢ 6100 |
Registry number if e e il nn 200 : . Em :
. . » :
cash is mailed. B LT 100 i ‘: g 'm i
Acvon | Sqnature Dere d; 144 : f
Sign and date  } Submi v . s = L 2 Mav 88 | 3 vy i ,
et Shopea :
each requisition. ~o f g [ 100 g = 0w
Aece. 114 8 To¢ :
P I Y :
:,]" Person submit- Return; Stamps 2 20 1007:00
2. Person filling — T1i810 T 100 ‘00 ) :
requisition (Person B Tens 30 00 " e :
ME‘”""Q th_e 2 Fives 10 :00 E 354 ]
submission signs : < .
the MPO copy). iy 2 | — 2 §00 . :u-n:‘u.am ;
3. Person witness- 1 . : 5
ing the filling of List remttance : ® :
the requisition. for requisitions 100 - 22¢ :
4. Person recsiving on the” Return ! 2 500 — 22¢ '
filled requisition. Stamps’ si de OT N S :
. PS Form 17; i.e.,— ' 2
5. Person wiatnhess- Mo Fee" USPS ' I ‘
ing the filled meney or ders ,U.S. i | 144 Pewter. Cn ;
requisition. Treasury checlks T ] 53 i
.t or Military ] :
NOTE: Persons Banicing Facility ; e :
tnessing requisi checks, and 5 w.t0-22¢ |
) currency. : %; No. X ~ T2W
dons will e nsure : S5 e 1022w ]
entries ON PS —— o :
Form 17 srecor- ' ¥
rect and remit- | |
Wl ICE W Sleamp - v !
SR B $e 1
counted for. When : . i
the requisition is 1 33 :
filled in person a if :
witness is nor 3 :
required. b J§i :
—] i *
" T OTAL 142 | 00 RE OUISITION TOTAL 142 00

PSFerm 17, Decumber 1984

FIGURE 5-E! .SAMPLE STAMP REQUISITION
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\\\\\\\

mark

SaanorvOrancn ar Indivdua

* Order Stamps
APO O9XXX Quannty Item ., Valus
Finance No, CAG Y] '
m 2e E
Registry Mo, (I anry 3 E
4436 “ :
— : S H
J Oruer Stames [ &0 Rerurn Seampn ‘Es >y ';
Action Signature Dace "2 v =
m | ot e Duwem é
ippea E 20¢ E
then | ‘%_ 2¢ i
9 ;
I9¢ t
e H
Rewrn Stamps T
Quantity ltarm Aaw Valua -_E
100U .03 30 3_00
1000 15 150 :00 . e :
N e
-«
Aad
- | nnus w
s i -
Prepare PS Form 17 in quadruplicate. . r00 = 22¢ :
Forward the original and one copy with the - <00 — 22¢ _
redeemed or damaged stock to the source S |
of supply, by USPS registered indicia mail.
Forward one copy by firs-class USPS : _ _ | 14¢ Resuiar. Cut
indicia mai « ne Military Auditing Unit f or | i3
NY MPOS and to Accounting Office for SF |
MPOs. Rewin one copy in the MPO files. | No. 6% — 224 : i
_ | No.to-2¢ :
For flexible credits, enter the total amount _| g% No. 6% — 22¢w :
of stamps Or stamped paper being returned _| as | No- 10— 22¢w :
on PS Form 14128 in AIC 848. - d
i i
: '
:
22 i
] 38 :
1000 3t 18¢ 180 : 00
Eg
t EZ :
: 53 ]
: Q- '
I '
TOTAL 180%30 REQUISITION TOTAL 180 00

#S Form 17, Devember 1086

S T A M P
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REQUISITION . - —

"FIGURE 5-3. SAMPLE PS FORM 17 USED TO RETURN STAMP ST O CK
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In Penci |
Post The Stock
Level Hereé~--=-==3500

uv mfr“ | Lo g - 1 WALAE OF STAMFS FER BEOG B £On. | L ML OF SvDLOMYS FLN THELSARE 1 AUDGSeYEm # (TIw D
DAILY RECORD OF STAMPS. STAMPED o APER. . . .10 *
AND NONPOSTAL STAMPES ON HAND ST
Use 3¢ parste shett {or each stesn pumber. Compirte  heading by Alling ia the de- .
et plion  drnominstion, item pumber. and price. Or di nar '
DATT CUANTITY BALANCY DATE LANTITY
n_8l meeay o sanarry -—— .- e Snare — et
o @ o~ w _ » o - o ne
26Feb 500 3500 350 100
PSFeb 200 “3300 330 |00
26Feb 200 3100 310 |00
Mar 300 2800 280 100
IMar 1n00 3800 380 100
srar 500 3300 330 ]00
|
|
!
|
|
1
t |
| | 7
|
i
ST
wr i 3295
Figure 5-4. Sanmple PS Form 3295 Depic ting Stock Issued and Received,.
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ame ocation Of Credit
Wal ter F. Bleiler APO San Francjisco 96571

“heck One) Credit
Amount 40,000] 00

Max. Authorized

@ Stamp Credit

[] caanhcradit 7 Cash Portlon N/A
ra o | W—
awed byySignatyrey . /S /- o -~ |UdlE

_ pirst Al —— 2> Moy 8

I will faithfully account totk U.S. Postal Setvice for the stamp credit amount shown above or modified by transactions
recorded on my Daily Financial Reports. | have read the following statements and have been advised of the prioritiesof pro- | —
tection 10 be given funds and accountable paper in Part 142, Fiscal Handbook. F-1.

Employees and contractors will be held responsible for losses of stamps and funds from stamp credits resulting from failure to
give the best available protection during and after post office hours in accordance with Part 132, Fiscal Handbook, F-1.
Withdrawal of official funds for personal use, whether temporary or permanent, may subject employees or contrag-
tors to removal from office, cancellation of contract, and criminal prosecution for violation of Title {8, Section 64l or 1711,

Code.

W’W ) 2L 7 S -, Date
Al ller 77 L) et 25 May 88
PS Form 3369, June 1956 CONSI GNED CREDI T _RECEIP

Figure 5-5. Exanple of Completed PS Form 3369 {(Flexible Credit)=
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US Postal Service

DaiLy FINANCIAL REPORT

41
Station, or Unit APOSF9657I 1.D. 5886
I certify this is @ true statement and tha accountability -
consigned to mg ig 2s shown on this formp. Stamp Accountability AlC $ Amount
N 2 Date Opening Balance ®| s40 o 00
V& 7 ‘ 25 May , }
Walter F,”Blieler 8] St ock Received {+) 841 - 40,0000 00
| Subtotal P | 845 40,000:00
. ]
Description AIC $ Amount Stamped Envelope Discount ( -) 846 1
[
Postage Sales 090 1 St ock Retumedf.) 848 i
: T 8
Sird Stamp Sales 091 | Subtotal P | 8s {
Philatelic Product Sales ! f
1 ¥
Retail Product Sales 093 = Closing Balance ————) 853 40,0001 00
I |
Domestic Value 100 ‘ ) 2me
Money Orders 1
Fee 101 | Description AlC $ Amount
¥ ]
| 1
i 1
] ]
] 1
1 |
] i
| Adjustment for Previous Overage i
Adjustment for Previous Shortage : Cash Remitted (final] 752 :
Cash Retained for previous Report 353 ; Cash Retained Today 753 T
¥ ]
Cash Required 400 ! Cash Accountad For 800 L
PSForm 141 2- B, November 1987 o U.S.GPO: 1987-0-202-395/72498
PREPARATI ON HEADI NG

PS Form 1412B (Daily Financial
Report) is prepared in dupli-
cate and distributed as

f ollows :
a. Original
O fice, address of the

account abl e postnaster.

b. Duplicate
MPO files.

Fi gure 5-6. Sanp

Nunber

each PS Form14128 in the
upper right corner of the form,

begi nni ng wiech nunber 1 on the -
f irst duty day of the fiscal year.

- Accounting

- Retain in

Ent er

the APO (Army 6 Air

For ce)

or OID (Navy & Marine Corps)
desi gnation in the Station or

uni t bl ock,
identification nunber
No. block . The ID No.
is 086 .

and the account

in the I D

for APO 96571

Type the COPE’s name, grade, and
designation ia the signature bl ock.

| e PS Form 1412B Prepared to Show Receipt of Initial
Flexible Credit.
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ACCOUNT | NDI CATOR CODE (AIC)

PS FORM 1412B
RECEI PT SECTI ON
OODE  DESCRI PTION EXPLANATI ON

054 CUSTOM COLLECTI ON Amount col | ected for paynent of
custons duti es.

063 OVERAGE DERI VED FROM AUDI TS Total amounts coll ected for overseas
I n PROS and COPES fl exi bl e account
or MPC and FPC fixed credit account.

A letter of explanation shall be
submtted to the postnaster (see
rule 1, table 5-2 for the address)
i ndi cating the amunt of ea-ch
overage and the name and grade of
each responsi bl e person.

090 POSTAGE SALES Val ue of stanps and stanped paper
sold to include the amount of any
shortage. This amount nust agree
wth the amount reflected in AIC

852.

091 Bl RD STAMP SALES These stanps are not currently for
sal e at MPOs.

092 PHILATELIC PRODUCT SALES This AIC is not currently used by
MPos .

093 RETAI L PRODUCT SALES This AICis not currently used by
MPos .

100 MONEY ORDER SALES This AICis not currently used by
MPos .

110 POSTAGE METERS Enter the total amount of funds

derived from use of postage neters.
PS Form 3602- PO shal | acconpany
the PS Form 1412B to support this
entry.

Figure 5-7. AIC Codes (see figures 5-9 through 5-11 for
use of AIC codes with PS Form 1412B).
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111

353

356

400

536

546

583

750

152

DESCRI PTI ON

CUSTOMER POSTAGE METERS

CASH RETAI NED PREVI QUS REPCRT

ADJUSTMENT FOR PREVI QUS SHORTAGE

CASH REQUI RED

EXPLANATI ON

Enter the total anmpbunt of funds
received from the custoner as
refl ected on PS Form 3603.

Enter the anount of funds carried
over from AIC 753 of the previous
report.

The anmobunt submtted to resolve a
previously reported shortage.

The anmount derived fromentries in
the recei pt section of the form

DI SBURSEMENTS

REFUND OF POSTAGE AND FEES

POSTAL SUPPLI ES

MAI NTENANCE SERVI CES

ADJUSTMENT FOR PREVI QUS OVERAGE

CASH REM TTED (final)

Figure 5-7.

This AIC is used to docunent
refund of postage and fees, such
as spoiled or unused postage neter
t apes when acconpani ed by PS Form
3533.

This AIC is used to account for

the local purchase of supply itens
required in the day-to-day postal

rel ated operations of MPS activities.
Expenditures are authorized only
when USPS supply centers and | ocal
sel f-service supply centers. do not
have the required itens.

This AICis used to account for
funds used for local repair of
postal equi pnent, such as addi ng
machi nes, typewiters, and nail
handl i ng equi prent.

Adj ust ment for previous overages
is NOT entered in this AIC A
letter is submtted to the post-
master to resolve such adj ust-
nents.

The anount of cash converted to a
check, when possible, for submis-
Sion of--remittance to cover entries
made in the receipt section of the
form

(conti nued)
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CODE

753

. 161

800

840

841

845

846

847

848

851

DESCRI PTI ON

CASH RETAI NED TODAY

SHORTAGES

CASH ACCOUNTED FOR

CPENI NG BALANCE

STOCK RECEI VED

SUBTOTAL

STAMPED ENVELOPE Di

VOIDED POSTAGE DUE

STOCK RETURNED

SUBTOTAL

EXPLANATI ON

Enter the amount of funds retained
when only even denom nation checks
are available. This entry shal
al so be recorded in AIC 353 of the
next report.

Enter the total anount of any
shortage being reported with this
remttance.

Thi s amount includes cash to be
forwarded for deposit. This
amount and the amount shown in
Al C 400 shall be equal.

STAMP ACCOUNTABI LI TY

SCOUNT

Figure 5-7.

The anount derived fromthe previous
report’s CLOSI NG BALANCE (AIC 853).

The val ue of stanps or stanped
paper received fromrequisitions
submtted on PS Form 17, automatic
distribution of stanps or stanped
paper, or the initial amunt of
accountability on the first day of
busi ness.

Total of AIC 840 and 841.

The total discount anount for
stanped envel opes sold in accord-
ance with procedures outlined in
subsection F.2., above. PS Form
3220 shall acconpany the PS Form
1412B to support this entry.

This AIC is not used by MPOs.

Val ue of stanps or stanped paper
returned to the Accountabl e Paper
Depository. This entry is nade on
the day the stanp stock is forwarded.

The sum total of AICS 845, 846,
and 848.

(cont i nued)
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CODE

852

853

DESCRI PTI ON

TOTAL SALES

CLOSI NG BALANCE

Figure 5-7.

EXPLANATI ON

The total anount of stanp itens
sol d, including the amount of any

shortage, This amount is also
entered in Al C 090.

The difference between AICS 851
and 852.

(cont i nued)
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U S posTaL SERVI CE o IL
NO 096 :

POSTMASTER

SANERANCISCO CA 84101

. ek ¥ $Bo, 6S! Synket " 584 '
58- 20¢T QXX

BANKOFAM ERlCA— ‘101'33:{;{3!055511
DAY & NIGHT N

00&6

»C0000C086 104230003588 OOGE7»80750%

1. The nunber on the bank deposit slip placed on the upper right hand corner *
shal | match the PSForm14128 nunber that reflects the deposit. Consequently,
bank deposit slips may not necessarily be nunbered consecutively. For @ xanple,
bank deposit slips may be nunbered 1, 2, 4, 5, 6, 7, 9, 10, etc. Numbers 3

and 8 were not used because the 14128 bearing those nunbers did not reflect a
deposi t.

2. The deposit slip is prepared in quadruplicate.
a. Oiginal and one copy is forwarded to the bank with the remttance.
b. Triplicate copy of the deposit slip is forwarded to the accounting

office with PS Form 1412B.
C. The quadruplicate copy iS retained in the MPO files.
3. The COPE's identification numberis!|nprinted on the deposit slinp.

4.  Reflect the check nunber for funds submtted onthe quadruplicate copY *

of the deposit slip. |If a US. Treasury check is being submtted, reflect
the check synbol nunber alse.

Fi gure 5-8. Sanple of Bank Deposit Slip.
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US Postel Service

_ DALY FINANCIAL REPORT # 2
Stationor Unit APOsr 0O / 1 1.D. NOOBS
) certify this is a true statement and the accountability Stamp Accountability AIC $ Amount
/ Date Opening Balance 840 40, 000 :' 00
ter F. Blie)ér, SFC, COPT 26 May 88 Stock Received (+} g41 I
——— i i a L
Description AIC $ Amount Stamped Envelope Discount (-) I 846 i
1
Postage Sales 050 400 1 00 |stock Rewmed (-) 84s 500 1 00
Bird Stamp Sales 091 E Subtotal b BS1 35,500 :l 00
Philatelic Product Sales L T
(itoms. 500999 Oniy} 092 | Total Sales (-) 852 400 1 00
[ - L} i
Retail Product Sales 0s3 Closing Balance —————Jp | 853 35,100 1 QO
Domestic Value | 100 i ~ Disbursements : I
Money Orders T .
Fee 101 | Daescription AlC
i Flexibl e Acct Shortage 2! 11

| PFC Joe Lukie

-l ] —-] —-

‘I Adjustment for Previous Overage
Adjustment for Previous Shortage : Cash Remitted [Final) 752 377: 89
Cash Retained for Previous Report 353 ; Cash Retained Today 753 ;
Cash Required 400 4001 00 ] Cash Accounted For Soo 400: 00
a3 Form.141 2-8, November 1987 + U.SGPC:1987-0-202-305/7 2998
PS Form 1412B prepared t o reflect Enter the amount of any shortage or shortages in
entries required for the RETURN the DISBURSEMENT section of the form In the
OF REDEEMED OR DANAGED STOCK to bl ank space provi ded, enter "Flexible Accounting
the Accountabl e Paper Depository, Shortage” and the name and grade ofthe respon-
and SHORTAGE: im the Flexible sible COPE or postal clerk. Enter"761" in the .
or Fixed credit accounts (original CODE col um and the amount of the shortage in
short age). the amount col umm. The anounts reflected i n AICS
g52 and 090 nust reflect the sumtotal anount of
Enter the value of stock (redeemed, any shortage. The difference between the total
damaged, orexchanged) returned to sales and AIC 761 is entered in AIC 752. The
t he Accountabl e Paper Depository -amount ShOwn in AIC 752 is the amountforwar ded
in Al C 848 (Stock Returned). for deposit. Inallinstances, AICs 400 and 800 -

shall be equal.

Figure 5-9. Sanple of PS Form11412B Depicting Return of Stock and a Short age.
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us Postai Sarvice

~ DaAILY FINANCIAL REPORT #1
Station 01 UNIt tD. N,
APQ _SF 96571 nnmm: 086
| cartify this is a true statement and the accofM® y o
consigned to me is as shown on this form. Stamp Accountability AIC $ Amount
Signpture —~3 ’ Date Opening Balance 840 "
lr pening 35,1008 00
£ 4 Oct 19xX  [o ok Received (+) 841 i
WALTER r BLEI LER, SFC, COPE ock Hece 1
Heceip Subtotal ’ 845 35' 100: 00
Description AIC $ Amount Stamped Envelope Discount {-} 846 |
] 1
Postage Sales 090 320 =00 Stock Returned [-) 848 i
- t !
Bird Stamp sales 091 Subtotal P | 851 35,100 00
Philatelic Product Sales k B !
Utems S00-999 Only) 092 » Total Sales (-1 852 320400
Retsil Product Safes 093 Closing Balsnce —————Jp 34,780 00
M Domestic Value 100 :l Disburse
oney Orders Fee 101 I Description AIC $ Amount
) I
| Qverage fromAudit 063 13 E 40 :
HJ!{{?F?‘}“EL?EE___ e LT A ! 11 E
) i
T t
I Adjustment for Previous Overage |
1 T
Adjustment for Previous Shortage i Cash Remitted {Final) 752 355 :51
Cash Retained for Previous Report 353 r Cash Retained Today 753 [
T T
Cash Required 400 355 =51 Cash Accounted For 800 355 :51

PSForm 1412- 8, November 1987

PS Form 1412B prepared to reflect
entries required for OVERAGES derived

from audits of flexible or

accounts.

Figure 5-10.

fixed credit

Previous Shortage in Credit.
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# .5 gPO; 1687-0-202-395/72000

Type “Overage from Audit” 1im a bl ank
space in the RECElI PTS section of the
form Type “063” 4in the code column
and the total anount of the overage

bei ng submtted in the amount col um.

| f theblock in the e xanple is used to
record other transactions, overage
information may be placed im any- bl ank
?pace in the RECIPTS section of the’
orm o

Sample PS Form 14128 Depicting an Overage and Adjustment for



US Postal Sol'vies
DaiLy FINAN CiaL REPORT

I ¥A
tation of Uni [ D No.
571 086
certify this is a true statement and the accountability .
onsigried to me is as shown on this form. Stamp Accountability AIC $ At
igoatyre 9 77 - Date ino B H
&. me Opeaning Belance 840 %4 780i. 00
dalter F. Bleiler,sfc,cope 6 Ot 19xx Stock Received(+) 841 !
(] - -
* Subtotal } s 280! a0
Description AlC $ A -t Stamped Envelope Discount{—} S46 i
vstage Sales 0s0 050-'00 St oCK Returned (- 848 f
|
ird stanp Sales 091 f BS1 .
hilate!icnl;p duct Sales ; h — } =34 780 00=
roduc A
tems 800-999 Only) 092 | " Total Sales (-} 852 _ BSO? 00
1 N H
etail Product Sales 093 | r Closing Baiance —pp| 853 2! 0o
T . . : _
Domestic Vatue | 100 ' Disbursements
Money Orders Fes 101 i Description AlC $ Amount
T
Postage Meters 110 75: 175 r
Custoner Meters 111 1, 000: 00 !
T T
Adjustment for Previous Overage i
1 T
\djustment for Previous Shortage I Cash Remitted (Final) 752 1.925 55
| :
.ash Retained for Previous Report 353 I Cash Retained Today 753 i
Nl ' T
:ash Required 400 L eo: ' o Cash A-ted For Soo 1,925 bo
y Form 1412-B, November 1987 e U.S.*19574402.3257 2908

PS Form 14128 prepared to reflect the required entries for reporting the anount of
funds derived fromthe use of POSTAGE METERS.

PS Form 3602- PO shal |

be submitted at the sane interval as PS

Form

1412B.

Type: “Postage Meters” in ablank space in the RECEIPTS section of the form Type

110" in the AIC columm and
in operation.

The ori gi nal
shal |

The duplicate copy shall
shal |

Figure 5-11.

t he total

copy of PSForm 3602-PO for
be attached to the PS Form 1412B to support this entry.

each postage meter

be maintained in the COPE' s files.
be retai ned by the postage meter operator.
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amount of funds expended by postage neters

remttance submtted

The triplicate coPY

PS Form 14128 Ref letting Postage Meter and Custonmer Meter Sales.
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LADN T

- aa D R
—ted e e LT an

Sy 3T AT (N3 LSTil IRILaN

OPERATING NNIT

i EQGIPMENT

N0, L2715

SERIAL

0.

CASH DJRAWER

TAMP CABINET

aghgme § cap wm [oangbon

IAFE COMPARTMENT

ENVELCPE DRAWER

L

DESIGNATED WITHEISE: (Print)

2,

INSTRUCTICHS: Aftar enclosing *he duplicate %eys, the emplQyea
to whom 3ssioned ame “g witss e 2 tha eemiiax af the enveiope
% the employee 3hailsign across posh Aapsan the Back of the
envelope. A distinct andiegible postmark shouid be affixcd
Jeress hoth envelcce flaps. Envelop23 cont2iming dupiicats keys
sialf be assigned to the appropriata sugervisar, who will be haid
rarsonaily respensibla f2r their arotecticn.

i f necessary to tempsrarily withdraw keyt fcr use Sy a2 am-
sicyes 10 whom assigned, this envelcs2 shall te opensd b y the
exp 5722 10 i3 presencs af 2 wilness, andsrsed Sy Sols. dated
and preserved. When the keys are returned, the opened enysitpe
shaoid be dizcarded and 2 new enveleps prepared,

If necessary t0 h a v e accese to 3 receptacia assigned to an
employee absent frem duty, the supervisor respoasible for the
duplicate %eyswill withdraw the keys from this envelope in the
presence of one of s designated witnasses, end each wilt sh-
dorss this ennveiopats chow date and reason for withdrawing
the keys, An inventory of the credit thus made accessibly shell
be made err certified Y the supervisar, ar other designatad em-
ployee, and the wiltness and maintained by the superwiser fogeth-
or with the cpened anveiope. (5e3 Seclica 373, Homdbeek F - i i

DIPLICATE KEY ENVELOF(

977

Forra
1970

Figure 5-12.

- .

Sample PS Form 3?77 Depicting Conpleted Front
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and Back.



) Date envelopes were received Date credit for discountis
Person selling envelopes. from the COPE/Accountable submitted t o the COPE or

Postmaster. Accountable Postmaster.

U.S. rosvaLsenvics

CLAIM POR_STAMPED EWEL OPE DISCOU | 7
IHEPORTING UNIT - nau!‘tnn.ovu: SERANNING DATE lunminrz

APO 09 XXX John Q. Doe, Sgt. 13Feb81 20FebB1l

NUMBEROFE ¢ OXES OF BOG
DATE SOLO PURCHASER
szEno. s 376 | ITE HO. 18

13Feb8l Arny 6 Air Force Exchange 1

14 FebBl Dependent School s

15Feb8l Anerican Red Cross

18 Feb8l Arny & Air Force Exchange

YOTAL NO, OF BOXES SOLO 5 2

DISCOUNT PER BOX 814. 15 813. 15

e [Y
TOTALS (Muttiply No. of Bones sold by discount per box) s 70.75 $ 26. 30
YERIVIED o v iSupervisor DATE ENYERED TO AID 334 | TOTAL DIBCOUNT CLAIMED (¢ plus b}

Signature of COPE' or Supervispr

$ 97.05

& U S GOVERNMENT PRINTING OFFICL. 1878— 2350.098/200%

Figure 5-13. Accounting for Discount Envel ope Sales.

Sep. 1978==
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